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NOAA COMMISSIONED OFFICER BILLET DESCRIPTION

TO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPCTO: DIRECTOR, COMMISSIONED PERSONNEL CENTER, CPC
FROM:
ROUTING CODE:
ADDRESS:

PHONE NUMBER:

THRU (Liaison Officer):

BILLET TITLE:                                 BILLET #: 

RANK REQUESTED: (0-2. 0-3, 0-4, etc.)     

GS/GM EQUIVALENT:                               

(This block to be completed by liaison officer)
IS THIS A NEW BILLET:                    YES                      NO
BILLET PRIORITY:               A,           B,           C,          R

IMMEDIATE SUPERVISOR: TITLE: PHONE NUMBER:

EDUCATIONAL REQUIREMENTS:

OTHER QUALIFICATIONS (INCLUDE PARTICULAR SECURITY CLEARANCES, SKILLS, ETC...)

1. GENERAL DESCRIPTION OF BILLET:

2. DUTIES AND RESPONSIBILITIES:
a. Is this a supervisory billet?          YES          NO
b. If so, state number and grade of personnel supervised.   Number:                         Grade(s):

                                                                                                                                                                                                                

http://www.noaacorps.noaa.gov/bdindex.html


3. CAREER DEVELOPMENT OPPORTUNITIES:

4. ADDITIONAL COMMENTS:

SIGNATURE OF SUPERVISOR: DATE:


	Liaison Officer: NMFS Liaison Officer
	From Name: 
	Routing Code: F/SWR
	Address: 501 W. Ocean Blvd., Suite 4200
Long Beach, CA  90802 - 4213
	Telephone Number: 5629804002
	Telephone Extension: 
	Billet Title: Outreach and Education Coordinator
	Billet Number: 2340
	Rank Requested: 0-2 TO 0-3
	GS_GM Equivalent: GS-9/12
	New Billet_Yes: 
	Immediate Supervisor: Jim Milbury
	Title: Public Affairs Specialist
	Supervisor_Telephone Number: 5629804006
	Supervisor Telephone Extension: 
	Educational Requirements: Educational requirements as upon entry into the Corps.  The officer should have 1) knowledge of basic fish/wildlife biology and general ecological principles, 2) the ability to communicate effectively, verbally and in writing, with a diverse array of user groups and the general public, and 3) demonstrated skills in managing the development of a multi-disciplined, task oriented project.
	Other Qualifications: The ability to work independently and to demonstrate initiative, leadership, and creativity is essential.  Competency in the use of desktop computer publication/word processing software, graphic/image software, and familiarity with web page design and development is also desirable for this position. 
	Billet Description: Serve as the Outreach and Education Coordinator (OEC) for the Southwest Region (SWR).  The SWR’s Public Outreach Committee (POC) has developed a Strategic Plan for Public Outreach and Education with an overall mission of building and maintaining effective public and private partnerships in support of the NOAA fisheries Strategic Goals.  The OEC will work closely with the SWR Public Affairs Officer and the POC to implement the recommendations of the Strategic Plan.
	Supervisory Billet_Yes: 
	Supervisory Billet_No: X
	If Supervisory Billet_Number: 
	If Supervisory Billet_Grade: 
	Duties and Responsibilities: Implement the goals and objectives in the SWR Strategic Outreach and prepare quarterly and annual progress reports.  Administer the SWR Outreach and Education Account including preparation of annual budget and reporting responsibilities.  Coordinate and implement the SWR Outreach Grants Program.  
Establish partnerships and seek out networking opportunities with new and existing Outreach and Education initiatives in the public and private sectors.  
Network and collaborate with NOAA Fisheries Science Centers in La Jolla and Santa Cruz; the National Ocean Service’s marine Sanctuaries; Sea Grant Fisheries Extension Programs; the coastal America Ecosystem Leaning Center Program; and with the various public/private groups in California.  
Develop and implement a mechanism for recognition and tracking of SWR employee’s education and outreach efforts.
	Career Development Opportunities: This billet provides excellent opportunities for career development in several areas.  The incumbent will gain a broad exposure to NMFS programs, policy and planning.  The incumbent has the opportunity to work cooperatively with NMFS offices, other NOAA Line Organizations, and a variety of other government organizations and private entities.  This position provides a high degree of exposure to constituents and the general public, requiring the exercise of tact, diplomacy, patience, communication, planning and organization.  The position requires good computer skills, especially GIS and database skills.  The position requires a high degree of both oral and written expression on a daily basis.

This billet also provides the incumbent with experience in developing both science and policy.  The incumbent is called upon to represent the Agency at scientific and management meetings, workshops, and conferences, to help develop policy decisions and develop and write peer reviewed publications, reports and education material for public outreach.  The opportunity to serve as author on professional publications is limited only by the incumbent’s abilities and performance.
	Additional Comments: Work cooperatively with SWR Technical Recovery Coordinators on Implementation of effective outreach and education strategic aimed at fostering recovery goals for ESA listed species.  
Coordinate SWR participation at high visibility Outreach and Education Symposiums, Conference, Festivals, Shows and Workshops.  
Assist the SWR Public Affairs Officer In response to inquires from print and multi-media organizations for information regarding Agency programs and activities and their relationships to Administration policies.  
Develop, or oversee the development of publication and distribution of a wide varies of public awareness materials and Information (fact sheets, brochures, videos, newsletters, etc.) on NOAA Fisheries issues, activities, and programs.  
Compose a SWR Employee Orientation Booklets and CD-ROW to inform employee of the Agency’s Mission, Programs Activities, and Actions.  Instruct employees on their role in support of the Outreach Plan.  
Serve as SWR liaison to NOAA Education Council and coordinate with other NOAA Line Offices on National outreach and education issues, initiatives, and actions.  
Work with local, state, regional, and national environmental organizations to broaden environmental education opportunities and programs.
Serve as point person for the NOAA Grants Office task of ensuring that “a commitment to education and outreach” is included in its standard critical in the grants selection process for merit reviews.  
Assist in construction and maintenance of a SWR Outreach webpage with aim at providing an effective two-way communication system for interaction with the public.  
Serve as primary SWR representative to the Coastal America Ecosystem Learning Center Program (ELC partners as long Beach Aquarium of the Pacific and Monterey Bay Aquarium).  
Coordinate production of a SWR Broadcast Quality Video Library, Supervise Production of video footage of pertinent SWR activities, including endangered species and their critical habitat, invasive species, restoration projects, volunteer campaigns etc.  
Establish a SWR Outreach Volunteer Program.  
Supervise student Interns and/or volunteers.

	Supervisor Signature Date: 06/10/2001
	New Billet_No: x
	Billet Priority_A: 
	Billet Priority_B: x
	Billet Priority_C: 
	Billet Priority_R: 
	Return to Billet Description List: 


